
Welcome to the District of Columbia’s Job Analysis Questionnaire – or JAQ training.  This training is in Welcome to the District of Columbia’s Job Analysis Questionnaire – or JAQ training.  This training is in 
follow-up to the webinar-based briefing introducing the District of Columbia’s Classification Reform Project. 
Hopefully you have already attended this prerequisite webinar.

Today’s webinar is intended to introduce you to a survey you will soon receive and outline your involvement 
in this important initiative.  This training is for both employees and managers. 

This is a mandatory training and must be completed prior to you completing the job analysis questionnaire. To 
facilitate your learning, we recommend that you download the slides from this session, as you might want to 
refer back to the content later. This is especially important because the job analysis questionnaire will be 
administered through a web-based tool. During this training,  we will walk you through the web-based job 
analysis questionnaire. We find that employees often refer back to these training materials when it is time to 
fill out the job analysis questionnaire. 

During this training, we will use the terms “survey ”,  “job analysis questionnaire”, and “JAQ” 
interchangeably. In other words . . .  they all mean the same thing. 
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Our training goal is first,  to discuss the purpose of  the Job Analysis Questionnaire and it’s importance to the Our training goal is first,  to discuss the purpose of  the Job Analysis Questionnaire and it’s importance to the 
Classification Reform Project.  

The majority of the training will  involve us walking through the Job Analysis Questionnaire and providing  
guidance on how to fill it out in a timely and accurate manner that will help to support our project objectives. 

As you may recall from the all employee briefing webinar, the Job Analysis Questionnaire is a key tool that we 
will use to develop new District’s job descriptions and will serve as the cornerstone to our new job 
classification program. 

As a reminder, all District jobs are included in this project except sworn police officers at MPD, firefighters, 
and the District’s Education Service personnel.  If you are in one of these positions, you DO NOT need to 
complete this training or fill out an online job analysis questionnaire.
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The District’s current job classification system is in need of an change. Over time, it has become difficult to The District’s current job classification system is in need of an change. Over time, it has become difficult to 
administer, does not always accurately represent the work performed by District employees, or offer clearly 
identified career paths for our employees.  

Because of these challenges, the District has decided to undergo a Classification Reform Project, and replace 
the current system with a new program and new job descriptions  that better meet the District's current and 
future needs. 

The JAQ  will help us gather information to help the District to develop a new job classification system and 
tools that accurately reflect the work performed by District employees. 

These tools include new job descriptions and the identification of career paths to help employees understand 
what it takes to grow their careers as District employees. This information will also help us to understand your 
jobs so that we may develop programs that appropriately value our jobs with respect to internal equity and 
external market pay practices. 
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You may be wondering,  what your role is in this project? You may be wondering,  what your role is in this project? 

As an employee, your role is to actively participate in the JAQ process by providing honest, complete, and accurate information about your job 
duties and responsibilities. You will provide this information by filling out a job analysis questionnaire. By now, you might be asking - where do I 
get this questionnaire?

The email invitation to this training contains a link to the online JAQ.  After this training, you will use that link to access the survey. When you first 
open up the JAQ, you will see personalized information such as your name, job title, etc.  This will be followed by a series of screens that will 
require your responses to questions regarding your current job.  You will complete the online JAQ and save and/or print your response. Once you 
have completed the JAQ,  you will email it to your manager for their review and possible further input.  

I know I just provided you with quite a few “to-do’s.” As we proceed through this training, we will walk you through the process, step-by-step. 

It is important that all JAQs are submitted by employees and reviewed by your manager no later than November 30th

This does not necessarily mean that you, as an employee, have until November 30th to complete your draft.  Your manager must also work within 
this deadline and it is very important that they have time to review your input. Please be aware that your manager may set an earlier 
deadline to ensure they have ample time to review and provide feedback before the submission deadline.
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As a manager, your role is to actively participate in the JAQ process by working with your employees to complete JAQs 
so that they accurately reflect the duties, responsibilities, and attributes of the jobs (not the persons) that report to you.  
As a manager, your role is to actively participate in the JAQ process by working with your employees to complete JAQs 
so that they accurately reflect the duties, responsibilities, and attributes of the jobs (not the persons) that report to you.  

Please be careful to establish internal deadlines that allow employees time to complete the questionnaire in a thoughtful 
manner, but also allows you to conduct the important quality review and additional input and edits needed to accurately 
portray the job. As the manager, we look to you to take a step back and provide that second, important, big-picture view 
of the job that is often challenging. We are looking to your leadership to manage quality and the November 30th deadline. 

Employees have been directed to email you the draft JAQ for your final review and input. Employees expect that you will 
provide an interim timeline that allows you to meet the ultimate deadline.  

Managers will receive an email with a link to provide feedback every time one of their direct reports completes a JAQ.  
Even if the JAQ is perfect and you, as the manager, have no additional feedback, you must still click the link and indicate 
that you have reviewed the submission.  In those instances, you will input the employee’s name and select “No 
feedback”. 

We will cover this process in more detail later in the training.  
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Once you have completed this training, you will be ready to access the link and fill out the JAQ. But, to help Once you have completed this training, you will be ready to access the link and fill out the JAQ. But, to help 
make this a success, we have some further pointers! 

In order to get off to a good start, employees should assemble the following tools needed to complete the JAQ:
• First of all, you will need the personalized JAQ link included in the JAQ training invite
•You might also find it helpful to review your current job description. You can get this from your manager or 
HR Advisor
•You might also want to talk to your manager about the essential job duties of your position, educational 
requirements and experience, which may have changed since the original job description was created. This 
background information might make filling out the questionnaire a little easier. 

Employees should reach out to their manager, an HR Advisor, or Labor Liaison if they need additional help 
completing the JAQ, or have questions regarding the Classification Reform Project in general.
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Now,  let’s cover how to effectively complete the JAQ.  We will walk through the entire survey, screen by screen. 

When you first access the link to the JAQ, you will see this display. The opening page will remind you of the purpose of the JAQ, and general instructions on how to 
complete this online survey.  

The JAQ is expected to take 45-60 minutes to complete if you have done the preliminary research we previously discussed – such as gathering the current job 
description and talking with your manager about the job as it looks today.  Remember that all surveys should be submitted as FINAL no later than November 30th.  
To meet this deadline, managers will notify employees of any earlier internal deadlines. If your manager does not discuss these internal deadlines with you, please feel 
free to initiate that discussion. 

Don’t worry about completing the JAQ in one session. One of the features of the survey is that you will have the ability to save your work  and return to it at another 
time.  However, once you have submitted it to your manager, it is considered “complete” from your end. 

When filling out the JAQ, try to take a step back and provide answers to questions that are honest, complete, and accurately reflect the major job duties and 
responsibilities that are regularly performed as a part of the job.  Jobs are complex, and we certainly don’t expect you to provide every, small detail – we are really 
looking for the major components of the job.  Also, only include special projects or temporary assignments if they are required as a regular part of the job.

As you go through the survey, there will be instances where you will need to write . . .  and other instances where you will select pre-prepared responses. In those 
instances where you need to make a selection from a list, please read each definition carefully before answering.  Provide the requested information that best describes 
the current job, and select the most appropriate answer for each question.  

Please certify that you have completed the JAQ training before proceeding to the survey.  
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After reading the opening page, you will move onto Section A. 

Section A is for general employee information, and identifies you as the job holder.  This section requires the respondent to review identifying 
information about themselves, the job for which they are completing the JAQ, and their manager’s information.  

If the information is correct, select “Yes, my information is correct”.  If there is an error in any of the fields, please select “No, my information is 
not correct”.   

If you select “No”, please provide corrected information in the box provided at the bottom of the screen.  

Select “continue” when you are ready to move to the next section.  

If you are unable to finish the information on the screen, select “Save Page and Continue Later”.  In these instances where you want to stop and 
come back to the JAQ at a later time, you will also be asked to provide and confirm your email address.  After entering your email address at the 
prompt,  you will receive a link that you must click to log back into the survey.  The option to “continue” or “save and continue later” will be 
available at the end of each page.  Therefore, you do not need to complete this survey in a single session. 
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Now let’s continue to Section B – titled Primary Purpose of PositionNow let’s continue to Section B – titled Primary Purpose of Position

In this section, you will provide two or three brief sentences that describe the overall purpose of the job, or 
why the job exists.  Please note that you are limited to 800 characters in all text boxes. Complete this and other 
sections by simply clicking in the box and typing to provide the appropriate response. 

Other mechanics of the form that you should be aware of are, the  progress bar at the bottom of the page.  This 
bar indicates how much of the survey you have completed.

Also, there is a back button in the top left corner of the screen.  This button allows you to navigate back to 
pages that you have previously completed.  However, this feature WILL NOT permit you to navigate 
backwards if you chose to save and continue later option.  When you log back in to complete the JAQ, you 
will only be able to start where you left off. ONLY USE THE “BACK” BUTTON AND NOT YOUR WEB 
BROWER’S BACK ARROW. 

9



Now let’s move to Section C – titled Duties & Responsibilities.

In general, most jobs consist of four to six essential responsibilities or tasks. We are requiring that you please document only those duties and responsibilities that are essential to fulfilling the purpose of the job.  Essential job duties and 
responsibilities are those that are considered basic and absolutely necessary.  

To complete, list the essential duties and responsibilities, in order of importance.  List only duties that take up more than 5% of your time annually.  Remember, when you fill out the JAQ, you must focus on the job and not the person. This is 
often a challenging thing to do, but important, because the job requirements might be different from the actual employee’s  individual performance, skills, background, education or abilities. 

Some other tips to keep in mind when completing this section include:

• Making sure you describe the job’s current duties and responsibilities.  Avoid describing the job as you would like it to be or think it should be. 
• Please list duties using no more than two to three lines, and begin with an action verb, using “active” voice. 
• It is often difficult to take that step back and objectively describe your time, but we are asking that you accurately state the responsibilities of the job. Please try to avoid overstatements or understating the duties.
• Consider the typical job duties and responsibilities over the entire year, not extreme or unusual tasks that are rarely performed or attached with a one-time project.
• Document job duties, or what the job does – avoid describing performance or “how” the job is done such as using performance characteristics such as using words like good, or effective as examples. 
• Avoid redundancies. Duties should not overlap. Each of the job duties should be able to stand alone and not depend on a subse quent duty. 
•Also, please write duties that are clear and easily understood. Try to avoid department or division specific jargon, slang or acronyms that an outsider would not understand, or would make the statement quickly out of date if there were a project, 
technology or organizational change. 
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After you have written down the four to six major job duties, you will be asked to consider if each is an essential duty or a non-
essential duty.  This may seem silly,  because you only listed the major duties – right? Let’s review what we mean by essential vs. essential duty.  This may seem silly,  because you only listed the major duties – right? Let’s review what we mean by essential vs. 
non-essential. 

Essential job duties are those that are fundamental to the job. When assessing if a duty is essential, ask yourself the following 
questions:
• Does the job exist to perform that duty?
• Does the duty require that the job holder apply specialized skills or expertise to successfully perform the duty or responsibility?
• Are there only a limited number of employees to perform that duty?

If the answers to the majority of these questions is “Yes”, it is probably an essential duty.

Non-essential job duties are those that are considered peripheral, incidental or a minimal part of the job. For example:
• Would removing this duty from the job fundamentally change the job?
• Would there be significant consequences if this duty were not performed by this job and perhaps performed by another job?
If the answer is no to these questions, the duty is non-essential. If you choose this answer, it does not mean the duty isn’t important or 
needed by the District.  It just may not be essential to this job. 

In addition, please allocate the percentage of time spent performing each major duty.  Remember, it is not a major duty if it doesn’t 
account for at least 5% of the job’s total time.  Once you have entered in a percentage for each duty, they must add up in total to 
100%. 
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In Section D,  the survey asks for information regarding Education.In Section D,  the survey asks for information regarding Education.

For the first question,  please select the minimum requirements that are absolutely necessary to perform the 
essential duties of the job. This may be different from the education you currently have – and that is ok. For 
example, you may have a Bachelor’s degree, but to perform the essential duties of the job, an Associate’s 
Degree would be needed.  

The second question gives you an opportunity to indicate the highest level education that you have attained. 
This may be different from the minimum educational level required of the job. 

You are also asked to indicate whether ongoing training, formal, continuous education or professional 
development are required for the job.  If it is, please describe in the text box.
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In Section E, the survey asks questions regarding required Work Experience. Here you will indicate the type In Section E, the survey asks questions regarding required Work Experience. Here you will indicate the type 
and level of work experience a new employee should bring to the job.  If no previous experience is required 
and employees can learn on-the-job, type “N/A” in the space provided. 

Next, select the minimum similar or related previous experience that is needed to qualify for this job. This 
may be different from the number of years of experience you have. For example, you could have seven years 
of experience, but to enter the job, you would really need 1 to 3 years of experience. Remember, we are 
discussing minimum requirements here. 

In addition, indicate how much on-the-job training is required to learn the job after starting. In other words –
what is the learning curve to get  up-to-speed to perform the job? 

13



Now let’s look at Section F.  Here, you will indicate if any specific skills, licenses, certifications or Now let’s look at Section F.  Here, you will indicate if any specific skills, licenses, certifications or 
registrations are required for the job by clicking the “yes” or “no” radio button.  If “no” is selected, move to 
Section G.  

If a specific skills, licenses, certifications or registrations are required, move to matrix below and select one or 
more of the applicable requirements.  Indicate whether your job requires basic, intermediate, or an advanced 
skill.  Leave blank if the skill is not required.  For example, you could select “Basic” for “C++”, Intermediate 
for “JAVA” and leave all others blank.    

If there are other skills not indicated in the options above, please move to the “Other Skills” box and enter in 
any additional skills needed to perform the minimum essential job duties. 
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Similarly, you will be asked to indicate if certifications, licensure and/or the operation of equipment is Similarly, you will be asked to indicate if certifications, licensure and/or the operation of equipment is 
required. If “yes”, select one or more items. If there are other certifications, licensure, or equipment required 
but not indicated in the options above, please move to the “Other Certifications/Licensure” or “Other 
Equipment” box and enter in any additional certifications, licensure, or equipment needed to perform the 
minimum essential job duties. 
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Section G asks you to indicate the organization role of your job.  Section G asks you to indicate the organization role of your job.  

Read the definitions highlighted in blue and then choose the role that best describes your job. 

16



Let’s move to section H which asks questions around Leadership and Supervisory Responsibilities.Let’s move to section H which asks questions around Leadership and Supervisory Responsibilities.

This section measures the degree to which the job regularly provides leadership to others.  You will need to 
first select from seven statements regarding the level of leadership this job provides to others. Most jobs will 
fall into either Level 1 or Level 2.  

Also indicate how many employees typically report to this job, both directly and/or indirectly.   Type the 
number “0” if not applicable.

In the lower part of section H, if Level 3 and above are selected, you will need to click either a Yes or No
button to indicate which of the management activities this job regularly performs.  
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We are now in Section I, which covers the level of Communications and Interactions the job is regularly We are now in Section I, which covers the level of Communications and Interactions the job is regularly 
engaged in. 

This section measures the internal and external contacts made by this job, and the primary purpose of those 
contacts.  Please select the appropriate type of communication with each audience listed in the table. 

For example, an employee may select IS ( which stands for information sharing) with Co-Workers in a 
Department,  and BC ( which stands for basic communication) with Top Management.  

Definitions for each communication types are highlighted in blue.
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Let’s move to Section J, which describes the level of  Customer Service your job might provide. Let’s move to Section J, which describes the level of  Customer Service your job might provide. 

This section measures the jobs effort in discovering and meeting customer needs.  The word customer refers to 
both internal and external customers.  Your customers could be a combination of co-workers, supervisors, or 
constituents for example.  Select the statement that best describes your job.  
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Section K asks respondents to indicate the job’s level of work complexity, independent judgment and Section K asks respondents to indicate the job’s level of work complexity, independent judgment and 
department budget.

This section measures the level of independent judgment and critical thinking applied to policies and 
procedures, the nature of the tasks performed, and the level of analytical ability required.  It also examines the 
amount of direction or supervision received.  Select the statements that best describe your job in each of these 
categories.  

You will also be asked to select the statement that best describes the role your job plays in the budgeting 
process.  If your job has direct budgetary responsibility,  you must also indicate the size of the budget.  Type 
the number “0” if you do not know or have direct budgetary responsibilities.
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Section L explores the level of problem solving and the impact of your work related decisions. Section L explores the level of problem solving and the impact of your work related decisions. 

This section measures the kinds of decisions made and challenges faced by this job.  It also examines the 
consequences of those decisions. 

The second part of this section relates to the impact of the decisions made by this job.  

For each of these competency areas, please select the statement that best describes your job. 
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Let’s now look at the last section . . .  Section M. Here you will be asked questions regarding the Work Let’s now look at the last section . . .  Section M. Here you will be asked questions regarding the Work 
Environment.  

This section measures the prevailing working conditions with respect to the physical aspects of the job.  Please 
read the choices and select the statements that best describe your job.
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In this section, you will also be asked to identify if the physical demands that are associated with essential and In this section, you will also be asked to identify if the physical demands that are associated with essential and 
nonessential job duties.

Recall that essential job duties are those that are considered basic and absolutely necessary to perform the 
minimal requirements of the job.  Nonessential job duties are those that are “nice to have” but not essential to 
complete the basic duties of the position. Please mark "E" or "NE" for essential/non-essential. In addition, you 
are asked to indicate the frequency for which the physical demands are required. For frequency, please mark 
"D" for Daily, "W" for Weekly, "M" for Monthly, or "Y" for Yearly.

You will also be required to provide specific examples to further clarify the physical requirements of the job in 
areas such as lifting or carrying requirements,  the degree of mobility,  and visual and hearing requirements. 
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The first step in submitting the JAQ to you manager is to confirm your manager’s email address in the text The first step in submitting the JAQ to you manager is to confirm your manager’s email address in the text 
box.  Please click the Submit button for your JAQ to be deemed complete.

Once you click Submit, your manager will receive an email notification that you have completed the draft 
JAQ.  You will also be redirected to the review and print page. It is a good idea for you to keep a record of 
your submission. 
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On the final page of the survey you will be required to review and print your JAQ.  Do not close out of the On the final page of the survey you will be required to review and print your JAQ.  Do not close out of the 
survey before printing as you WILL NOT be able to retrieve survey responses or visit the review/print page 
again.

Please select the print option in the top right corner of the screen.  
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Pressing on the print icon will launch the print menu.

Please select eDocPrinter PDF Pro.

Click “Print” to continue.

You will then be asked to save the PDF version of your JAQ.  We suggest that you save the JAQ in a place that is easy to remember, 
such as your Desktop or the My Documents folder.  Also be sure you include your name in the file name so that managers can easily 
identify who has completed and submitted the JAQ.  

Remember to email the JAQ PDF file to your manager for review.

If you do not have the option to print to a PDF, please print a hard copy paper of the survey and deliver to your manager.

________________________________________________________________________________________

This concludes the employee portion of the JAQ training.  If you are a manager, please continue to participate in this training 
for a few more important details on the review and feedback process.  So, please to not log off yet! 

Employees -- thank you for your participation.  You are now prepared to complete the online JAQ.
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As a manager, you are responsible for completing a JAQ for your own job as well as providing feedback on the As a manager, you are responsible for completing a JAQ for your own job as well as providing feedback on the 
JAQs submitted by your direct reports. We will now spend a few minutes outlining your role  and additional 
duties in the JAQ review process. 

As we have stated throughout this training, the final JAQ submissions must be reviewed and completed by you 
by close of business, Friday, November 30th.  This means that you will need to set interim deadlines with your 
employees that will allow you enough time to review, quality check and possibly revise submissions. 
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As stated earlier, employees are directed to email a PDF version of the JAQ or provide a hard copy to their managers.  Managers will As stated earlier, employees are directed to email a PDF version of the JAQ or provide a hard copy to their managers.  Managers will 
receive an email with a link to the Manager Only survey where they will be able to provide feedback on the JAQs of their direct 
reports.  Managers are expected to login to this survey and provide feedback on EVERY JAQ they receive.  

When you access the link, you will see this display. The opening page will remind you of the purpose of the review form and general 
instructions.  Remember that your response should be based on the job itself AND NOT the specific employee’s performance in the 
job.

On the introductory page, enter your name, title, and email address.  In addition, you will be asked to input your direct report’s 
information.  Your direct report’s information should be entered as shown in the PDF JAQ provided by your employee.

After entering the your employee’s information, you will be asked if you have any feedback on their JAQ.  

Click “Yes” to proceed and being providing feedback. 

Click “No” if you agree with all portions of the JAQ.  If you select “No”, you will be directed to the submission page.  We will
review this page in a few minutes.
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If you selected “Yes”, you will be given with the opportunity to provide feedback on Sections B through M of If you selected “Yes”, you will be given with the opportunity to provide feedback on Sections B through M of 
your direct report’s JAQ. If you disagree with what was stated, provide the most appropriate answer (by either 
typing in the free form box or selecting the correct radio button).   We encourage you to provide feedback and 
make corrections as necessary. We are looking to you as the final quality check. It is often very difficult for 
employee’s to take that step back and objectively describe their own job. 

If you agree with what was stated, leave the section blank and proceed to the next question.  You should follow 
this pattern for all sections of the JAQ.  
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You will be directed to the submission page once you have provided feedback on the appropriate sections. .  You will be directed to the submission page once you have provided feedback on the appropriate sections. .  
Please click the Submit button for your review to be deemed complete.

Once you click submit, you will also be redirected to the review and print page.  It is a good idea for you to 
keep a record of your submission.  Follow the directions under “printing tips” or review the JAQ training 
should you have questions regarding how to print to a PDF.  

If you do not have the option to print to a PDF, please print a hard copy of the survey for your files.

This concludes the JAQ training.  Remember to contact your manager or HR Advisor for questions regarding 
completing the JAQ, deadlines or accessing job descriptions.  For additional questions about the JAQ process, 
or the Classification Reform Project in general, you may contact your manager, HR Advisor or Labor Liaison .  

Thank you for completing this important training.  You are now prepared provide feedback on the JAQs 
submitted by your employee.
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